APPLICATION FOR RECORDS RETENTION SCHEDULE | OFFICE OF THE SECRETARY OF STATE

RECORDS MANAGEMENT DIVISION

INSTRUCTIONS: See Publication No. 7B—§M—1 for instructions on completmg this form. Forward sigriéd original to
Department of Archives and H|story, Records Management Division, 330 Capitol Avenue, Atlanta, Georgia, 30334,
" ‘Attention: Scheduling Section.

FOR AGENCY USE 1. Agency Address ' FOR RECORDS MANAGEMENT USE
Appiication Date ‘Georgia Department of Human Resources Application Number
 July 12, 1976 Division of Mental Health and Mental ’7(9 Zqo

- : Retardation - Room 534=H
Agplication Numbar 47 Trinity A ‘ S. W Date Hecmved } Date Complytad
-86 y AVenue, s. *- JUL 12 1978 -y :AUG 1
DHR-8 Atlanta, Georgia 30334 1 | 9 1976

2. Person to Contact : Working Title Telephone Number

Mr., Charles Braden ' Division RMO 656-4908

3. Action Requested
3. (@ Estabusn Retention Schedule; record will continue to accumulate.
b. O Disposa of present accumulation; no further accumutation antic:pated -

¢, Amend Application No. e Check One; 00 Change; [ Supercede; O Void

(Agency-Wide Common Standard)

|4, Datas of Series 5. Records Series Title (fo/lowed by title used in office; if different)
Earfiest Latest

1968 | to date Patient Statistical Report Files

6. Division and Office Function What is the function of the Division and the Office in which this record series is created? .
The Division of Mental Health and Mental Retardation administers the mental health, mental
retardation and other developmental disabilities, alcohol and drug abuse, and train:l.ng and
research programs. This Division is also concerned with community mental health, and the
administration of the State mental hospitals, rehabilitation and retardation centers, =~

Georgia's Regional Hospitals (State-financed Institutions and Medical Centers) provide local-
ized care for old people and their diseases; alcohol and drug abuse clients;  mentally ill,
retarded and emotionally disturbed people; conduct training and education for persons who
work in the various programs of mental health; and carry out research with the objective

of determining the causes and possible cures of mental illness,

7. Record Series Description This file contains the fotlowmg documents {/nc/ude form numbers and titles, if any):
Attach samples of the file. .

Documents relating to:
accounting for patients in State - financed institutions.

1  Inciuded are:

computer printouts: Daily Patient Listing which shows patient name, number, chart no.,
status since given date, county of patient's residence, admission date, patient's birth
date, type of commitment and date commitment ended; Daily Movement Report shows any
change in status for patients, such as patients admitted,-patients discharged “patients
transferred to different unit, patients returned who had been away from the instltution
without permission; Daily Summary Sheet show information -by unit as to héw many beds,
gatients registered, how mény patients on ward, number of night patients, day patients,
out patients, and patients are absent without authorizatlon, Monthly Workload Report

shows by unit: Residents at beginning of month, additions, transfers, separations, end
File is arranged: /of month residents and summary information from daily reports & monthly averagd

Daily according to name of report,

8. Dally Reference Rate How often are records referred to which are:

One to six months eig¢onstantly Sevetlto twalve months old constantly. . .o twenty-four manths old M 1y
twenty-five months and older constant:

9. Annual Rate of Accumulation of Records
Letter-size drawsers _____ __; Legal-size drawers

36" - 3

: Shelves : Other (specify)

AR-80-71: Mav.78 (Over)




YES 10._Questionnaire __(Place an X'’ in the proper column)

a3, s this the official copy of the series? .
If not, whera is it? : :

b. Does the series contain confidential information requiring security handling? If yes, cite law or reguiation,
Georgia Health Code 88-502, 10 Confidentia litv of patient records

X c. Is this a vital record?

* d. Doesthus series have historical or loi\y term research value? Anng 1 Statistical Report -see retention

e. When one or two documents in the file make it necessary to keep the entire file for a long periad, could these

L“_mﬂmmmmwlv?

g. is Mnfornﬁtlon contained in this series ever aualvzod and/or. recorded in a summarized report?
X _ If ves, attach copv,

h. Is there & duplication of this series in your office, orin another offuca or agencv?
X If ves where?

X | i, lsthis series for a major portion of jtl reqularly microfilmed?

X

L Does the record series result in 2 computer printout? T

11. Retention Requiraments

- The following requiras the series to be kept:

Updated as required - held permanently by DOAS.
Printouts - received daily, monthly, or quarterly,

Daily Census Reports

3. St:u_ Law years. d. Audit period _vears.
b. Statute of limitation years, e, Administrative need years.*
¢ Federal law years. f. Federal retention instructions years.
Attach cogpy or excert of laws or regulations. Explain administrative heed,” "= "7 . oo o2
¢ See reténtion in item 12 ‘ L _
FTEIIOND D T T fms ,:.—* B Toemo e o oe
c-'_‘_‘ Lo - f'i _r - R - - e . o i . . S - -
12. Apprqoved Disposition Instructions Th:s agencv recommends that the file series be cut off at the and of uch T
N - '_ U Calendar Year. D thl Year ] Othar - then
" O Hold in the currant files area’ month(s) year(s} then = - = cae N
- [ Transfer to local holding area; hold vear(s} then : R o ko
‘0 Transfer to Stite Records Center; hold vear(s) then g e BRI £ Co i -
QO Destroy, BN oS Rl - o st o3 >
O Transfer to Stats Archives for permanant reatantion.
& Other (Specify)
- . Magnetic Tupe

Cut off{ file monthly;

hold in current files area or

(Movement - Statistical Listings)
. area 3 years;

then destroy,

local holding

A Monthly Statistical Summary

Cut off at the end of each fiscel or calendar year:

current files area or locsl holding area 10 years;

hold in
then destroy.

i WL EESE TR _ SR

* ' Reference l'ile:

Annual Statistical Report

Patient Listings, Locations, and

Earlier destruction is authorized.

Subrit to Superintendent for Subject Files.
copies when no longer needed,

Destroy v.dwn no longer peeded for reference.

Destroy reference

graph 12 are approved.

Theaa mstructwns ap{ﬂy to all pFior and future accumulat:ons of the Series. I A
.ﬂ!"w l'ludecsggnu (Srgnatura) DE Date - Remrds Management Oﬁmer (Signature) '~ " Date
%Aéf} j 7//,@/,’95 é %Mw)d’ Q«MM& 7:.1/74
I, T State Records Committee _(Signature) Date
Recommendations in para- —- - / i

State W!Doslgnee

(If disapproved, attach letter
of explanation.)

Socrata{f/ j?ateloesagm

AH-EEN: Hev, 78

Attornev Generai/Designee

T M&PL

(Rmra Sldo)

- -—-—-E—




